
Completing the License and Printing the License 

 

 
 

To print a finished License to give to the couple to get married follow these steps: 

1. Complete the marriage license form work sheet. Once the data has been entered move to the 

Complete Tab, see example above.  Place a Y in the License Complete Box. The remaining boxes 

will auto fill. 

2. Then Save the Record by clicking on the Save icon or go to File and click on Save.  

3. Once the record has been saved, go to the Request tab, see example 

below.

 
 

4. Click on “Print License and Cert. of Marriage”.   You will be able to view the document prior to 

printing the License and Cert. of Marriage, see below.  It is suggested to print a copy and allow the 

bride and groom to review the information. If changes are needed, you will be able to update the 

record, save and reprint. 

 



   
 

5. If the License of Marriage is correct , click on the printer icon on the top of the print preview  

screen. 

6. It is suggested that the screen be made larger for ease of reading the document. May increase the 

size by one of three options: 

a. click on the enlarge boxes 

b. click on the % box and then the enlarge boxes 

c. Increase the % to 100% and then enlarge 

 

Keepsake Marriage Certificate 

 

To print a Keepsake marriage certificate follow the same process. Once you have printed the Marriage License 

and Certificate, go back to Request tab and click on Print: Keepsake Marriage 

License.

 
 



 

 

Remember:   When the couple is married and the record is returned back to the clerk’s office, you are required 

to go into the system and complete the last three steps on the marriage record. You can search in the system for 

that record.  On the search screen 

 

 
 
 

Click on Marriage 
 

 
 
 

 

 
 

 

 
 

 

 
 

 



 

Enter the Event Year and the last name of the groom and or the last name of the bride and click on search. 
 

 

 
 

Click on Display or double click on the record. 
 
 

 
 

 
 

 

 
 



 

 

 

When the record opens, you will be on the general tab. You will need to click on the Marriage Loc (NE) tab 

to complete the electronic marriage process. 
 
 

 
 

Now complete the remaining three fields for marriage location; Date of Marriage, County of Marriage, Where 

(City, Town or Location)  

 



 

Once the three fields are completed you will then go to the complete tab. 

 

 
 

Complete the “Record Complete” by entering a “Y” for Yes. The remaining fields will auto-fill.  Then click the 

Save button. The “Abstract of Marriage” information will be sent electronically to the State.  Make photocopies 

of the License and Certificate of Marriage for your records and forward the original license to the State.  

 

 


